Agenda Item Form Agenda Date: 05/25/04

Districts Affected: N/A

Dept. Head/Contact Information: Human Resources. Terry A. Bond, (915) 541-4509

Type of Agenda Item:

XResolution [JStaffing Table Changes [(JBoard Appointments
[JTax Instaltment Agreements [JTax Refunds [IDonations
[CIRFP/ BID/ Best Value Procurement [JBudget Transfer [[Jitem Placed by Citizen
[JApplication for Facility Use [(JBIdg. Permits/Inspection [Jintroduction of Ordinance
Slnterlocal Agreements [IContract/Lease Agreement [JGrant Application

Other

Funding Source:
X General Fund

[JGrant (duration of funds: Months)

[CJOther Source:

Legal:

[J Legal Review Required Attorney Assigned (please scroll down): None [ Approved [ Denied
Timeline Priority: [JHigh KIMedium CLow # of days:

Why is this item necessary:
The Toll Collection Superintendent now encompasses responsibilities for assisting department

executives with project management responsibilities of bridge and parking meter issues which entail
professional level research, presentation and coordination duties. Additionally, the position has
assumed second level supervision of the parking meter section. As a result of the increased
managerial accountability of the Superintendent, the Toll Collection Supervisors have assumed a
more autonomous role in day-to-day oversight of bridge operations, participate in project research,
and have added safety responsibilities relating to Homeland Security requlations and Hazmat

handling.

Explain Costs, including ongoing maintenance and operating expenditures, or Cost Savings:
Salary & Benefits

Statutory or Citizen Concerns:

[ PR
NOI1E

Departmental Concerns:
None
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RESOLUTION

BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF EL PASO:

That the Classification and Compensation Plan shall be amended, as
recommended by the Civii Service Commission. The class of Toll Collection
Supervisor is hereby revised as specified in the duties and responsibilities attached
hereto. The Code will remain 1637. The Grade shall be GS 21.

PASSED AND APPROVED this 25" day of May 2004.

THE CITY OF EL PASO

Joe Wardy
Mayor
ATTEST:
Richarda Duffy Momsen
City Clerk
APPROVED AS TO FORM: APPROVED AS TO CONTENT:
S L s - N 154... A/ﬁ-_—l
Suadaiupe vueiliar T —1 eIl - bona
Deputy City Attorney jﬁ_?—l an Resources Director

APPROVED BY THE CIVIL
SERVICE COMMISSION:

Date: May 13, 2004

By:

Secretary



.
ﬁ Human Resources Department

MEMORANDUM
May 10, 2004
To:  Civil Service Commission '
Thru: Terry Bond, Human Resources Director 96/
From: James Sienkiewicz, Classification and Compensation Manager éﬁ
Ana I. Sanchez, Personnel Analyst IT RIS
‘Re:  Revision of Job Specifications

Human Resources recommends Commission approval of the job classification items listed below. See attached
proposed and strike-through versions of the specifications. '

TITLE CODE GRADE
A OFFICIAL Toll Collection Supervisor 1537 GS 20
PROPOSED Same : : Same GS 21
B. OFFICIAL Toll Collection Superintendent . 1539 . G827
PROPOSED Toll Coliection Manager ‘ . 5258 PM 77

Revision of the subject job classes was requested by the Streets Director. Human Resources found that the
responsibilities and duties for these job classes have evolved since the current job classes were written.

A) As a result of the increased managerial accountability of the Superintendent, the Toll Collection
Supervisors have assumed a more autonomous role in day-to-day oversight of bridge operations,
participate in project research, and have added safety responsibilities relating to Homeland Security
regulations and Hazmat handling. S : o s : -

B) The Toll Collection Superintendent now encompasses responsibilities for assisting department executives
with project management responsibilities of bridge and parking meter issues which entail professional
level research, presentation and coordination duties. Additionally, the position has assumed second level
supervision of the parking meter section. The minimum qualifications of the position were modified to
increase the required experience by one (1) year and to require the equivalency of a Bachelor's Degree.

A title change for the Superintendent position has been proposed.

The attached proposed job specifications  summarizing - the primary duties, responsibilities, minimum

considerations in order to reflect current market conditions. Approval of these actions will be the basis for the
Commission to consider reclassification of the related positions and incumbents listed on the regular agenda for
this meeting. .

This recommendation is being made pursuant to:
Civil Service Rule 4, Classification, Section 4(a), Reclassification of Positions:

“The Commission or the Human Resources Director may investigate of its own accord or upon the
request of a department head, any change in the duties and responsibilities of a position from those
upon which it was originally classified. If it is found that the duties and responsibilities of the position
have changed so significantly that the former classification is a substantially inaccurate description of
the current duties and responsibilities, the Commission will request the Mayor to direct the Human
Resources Director to place the position in its proper class and grade.



Human Resources Department

MEMORANDUM
“A change in compensation applying to all positions of the Same class and grade will not affect the
seniority or other rights of those in the Civil Service. The Human Resources Director may at an y time
secure from the appointing authority, department heads or employees involved, statements of the

£ b A

and to appeal to the Commission in accordance with Article VI, Section 6.13-4 of the Charter.”

Attachments




CITY OF EL PASO - JOB SPECIFICATION 1537 GS 21

Clerical and Office Branch TOLL COLLECTION SUPERVISOR
Accounting, Clerical and Cashiering Group ,
Toll Collection Series 03/04 (AIS)

General Purpose
Under direction, supervise collection of tolis at one or two assigned international bridges.

Typical Duties

Plan, organize, implement, direct and assess toll collection shift operations including contracted security, janitorial
and armored car services. Involves: Review collection practices and assist with developing and introducing
procedures. Establish daily work unit priorities, determine task sequences, timing and allecation, and monitor
activities. Participate in review and evaluation of service delivery and control of cash handling methods and
systems. Aid in integrating functions with those of other organizations in order to.iconform with administrative,
accounting and audit requirements. Verify, assign and distribute starting cash drawer to toll collectors. Oversee
posting of tolls collected, detect discrepancies, adjust or cancel incorrect transactions, reconcile daily receipt,
shortages and overages, and compile and maintain related periodic financiak record:s and reports Collaborate with
national, regional and local law enforcement agencies to ensure complrance with mandatec security measures as
directed. Comply with and enforce safety regulatrons mcludlng hazardous materials ndling procedures.

employees in dealing with hostile or distraught persons

Supervise assigned subordinate and contract staﬂ‘ Involv

employee status changes

Perform related duties as requ ,\

maintaining continuity of.
requisitions. Order supp

e Ability to impartiéiﬁ” and .frmly exercise delegated supervisory authority and enforce personnel ruies.

 Ability to establish an “bmamtam effective working relationships with City employees, officials, contractors, and
the public, mcludmg;‘-.lrate individuals.

* Ability to effectively communicate orally and in writing.

e Ability to research and prepare reports and maintain financial records.

Page 10f2



CITY OF EL PASO - JOB SPECIFICATION 1637 GS 21

*  Skill in operation and care of computer terminal, personal computer, coin sorters and counters, and generic
business productivity and specialized toll collection and accounting software.

Other Job Characteristics
e QOccasional exposure to automotive exhaust fumes.
* Occasional exposure to adverse weather and environmental conditions.

¢ Occasional Iiﬁiﬁg and carrying of heavy weight objects (up to 75 pounds).

Minimum Qualifications - :
Education and Experience: Equivalent to a high school or General Educationzébefzelopmem (GED), plus four (4)
years of cash processing experience related to revenue coilection, including two (2) years at the level of Senior Toll
Coliector or Cashier II. -

Licenses and Certificates:
* Texas Class “C:_Driver's License or equivalent from anothe stavie,_by time of ppoii_ﬁttﬁent.

Special Requirements:
e Must be bondable.
* Subject to 24-hour call and mandatory

Human Resources Director

Page 2 of 2



CITY OF EL PASO - JOB SPECIFICATION 1637 GS 2021

Clerical and Office Branch TOLL COLLECTION SUPERVISOR
Accounting, Clerical and Cashiering Group

Toll Collection Series 033/9904 (sAlse)
SummaryGeneral Purpose

‘Under-general supervisiedirectionn, Supervise and-ceordinateion—eftoll-collection of tolls at one or two activities
Feira%ed%e%el#eeHeeﬁeﬂ—a{_assigned an-linternational Bbridgess.

Typical Duties

shi'ft operations including
w-_collection practices
ities det;ermine task

Plan, organize —and implement. Bdirect_and assess -and—eeo el
contracted security, janitorial and armored car services —activii
and assist with developing and introducing procedures. Establisk

seguences, timing and allocation, and monitor activities. Participate  delivery and
control of cash handling methods and systems. Aid in intedrating functi anizations in order
to_conform with Establish foriti ard-mroni ‘ iew—and-ovaltate -service delivery
------ ystems-includi ; control systems’ ministrative, accounting and audit
requirements-are-satisfied. Verify assign and distribute ' - collectors. Overs see posting of

n-error, and-rreconcile daily
ial ‘records and reports. -

éFOd-u@e:---Ot'heF-ﬁéFiOd‘fG“~F€bé

f-e#e»wag—bt\e—eﬁ—dfsefep i

ing-contractored-security
: aee-Collaborate with national
ompliance with mandated security measures as directed.
L ding hazardo ndling procedures. FTroubleshoot and
edu i eernanceanse and repa f toll"booths, bridge approaches, lane
marking, video security and lighting system i O Sratel i i :

& S1e3S o Spw SIans

) "

epair-with- propriate-technicat-support-persenn

Investigate an Involves: Review incident

reports. shift logs, os_and receipts. Research and provide accurate information and respond_to customer
' sues either in_person, by phone. or correspondence. Assist supervisors and

r distraught persons.

Supervise assian"é;d subordinate and contract staff. Involves: Schedule, assign. quide and_check work. Appraise
employee performance: ‘Engage in or arrange for employee training and development. Enforce personnel rules and
requiations, department policies. and work_standards regarding_attendance and conduct. Counsel. motivate and
maintain_harmony. Interview appiicants. Recommend hiring, termination, transfers. discipline. merit pay or other
employee statusichanges. :

Perform related' duties as required. [nvolves: Substitute. if assigned. for_immediate supervisor, coworkers. or
subordinates during temporary absences, as qualified. by performing specific duties and responsibilities essential to
maintaining continuity of ordinary operations. Provide proiect support as assigned. Prepare payroll and purchase
requisitions. Qrder supplies, materials and equipment.

ORDINANGE-044620-04/20/1509




1537 GS 2021 |

CITY OF EL PASO - JOB SPECIFICATION
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Considerable knowledge of:
reconciliation procedures

Knowledge, Abilities and Skills:

exchange-rate:
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Good knowledge of:

~bank-deposi

ers—officials,

1

ution technigues.

g relationships with City employees. pe

._including jrate individuals

lethods ‘to comply with Gity-anrd-departmental_and City policies and

gebF&aﬁdﬂe&bl&eﬁwbeekkeeﬁm%

s __ Ability to read and comprehend general business and accounting literature and procedures:,

supervise-assigned-personnel:

nd quickly calculate _‘ﬁg(:r s and amounts such as proportions,~and percentages_and currencgy

accurate|

Some knowledae of stiberv
exchange rate

cein sorter
Ability to impartially and firmly exercise delegated supervisory authority and enforce personnel rules.

contractors, iate-individuais-and the public

Ability to-
statutory req
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CITY OF EL PASO - JOB SPECIFICATION 1637 GS 2021
Ability to -expresseffectively communicate - -oneself-clearly-and-eencisely-both- orally and in writing.:

Ability to -research and prepare reports and maintain financial records,_

s Skillin operation and care of computer terminal. personal computer, coin sorters and counters. and qenerlc
business productivity and_specialized toll collection and accounting software. -GRg-prepare-reports:

Other Job Characteristics%’%#%eq&#emeﬁps

*__Occasional ,—"~~Genrt-in»ueu-su-Eexposure to automotive exhaust fumesg

Minimum Qualifications

Education and Experience: Equivalent to a’hic
vears of cash processing experience related to revenue ollectiontoll-:
including two (2) vears at the leve| of Senior Toll Collector o)

Licenses and Certificates:

¢ -Texas Class."C

Special Requirements

» Must be bondable.
s Subiectt

ncy operations.

Department Head

ORDINANGE—514026-04/20/4690 -~ e e



